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6 Dacember 1949

WINORAUDUM ¥ORs Chief, COLPS
FROM: Assistent Direetor, OCD
SUBJECTs Coding snd adbegtracting

1. Atteched report wae prapared nt your suggestion for the
inforsation of all offices, snd i: being distributed to sil., It
thereforz doss not list specific recommendations for comparison
with those of the Management Officer, though it yoes into suffi-
clent detell to uske clear the reasons for those which follow.

2, CODIRG. It is recommended thet Office responsibilities
for soding be ezsigned sz followm

OCDs  Regponeibls for development of the
Clessificstion Scheme, for all coding of incoming
documente for the Index Files, for coding of sueb
dosumasnts as OUD must abgbtract for the Lbutract
Files, znéd for supsrvision of goding performed by
other Offices for the Abstract Files.

{The supervision referred to will consist
ahiefly () of editing ths coding done by other
0ffises, to the end that it ney be uniform and
ponsistent with the Classifieation Scheme, snd
{b)} ef adding code punbers nesded for centrel
refersnce purpores vhem these heve been tmitted
by the Offices prepering the sbstracte.)

ORE/OSIs Authorised, when they zo desivse, to
code the sbatreots  rapared in theilr own oiflces
both For centrsl) refersnca purgoses mnd for
gpacizliat murioses.

BETRECTIH It is resownmended that Office ressponsi-
ailitig fnr ah;traatinﬁ be sspigned as follows:

00Dt  PResponeible for abstracting those docu~
ments which, by their asture, reguire swnmery
degeri;tion in the Abstrsct Files and which either
{e) inecluds &= diverslity of subject matter, or (b)
ara sveilebls to CI4 only on & loan basis.

ORB/OSIt suthorimed to prepere such ebstrocts
of inteliigence documoants ss they deem important to
thair nission.
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4o ZEIPLBG. It is my bellef that the system of having sbe
strogte typed by slsctric fypewriter on multipreph smapters in the
production offices iz sconomicelly unsound, snd thei suplege under
this systex will be greaier than under the resent system. I have
gone loto this guestion on puges 28 and 29 of the report. However,
1 do not feel thet any racommendstion from OCL ig reguired om this
gubjeet st the present time. The Manegement Officer has inetslled
the system slresedy in 08I, snd 1f 1t leads %o incurabtle dirficulties
this Office will announca the fset.

REGIBTER ik E. It ig recommended thet the Reglster
operations and aaxigusﬂ functions be left precigely es toey are.
The Registeorz sre gatling thelr feat undar them &% the .ressnt
time, and &re beginning to give effective serviee rot only to ORE
end O8I but to the other Offices of CI4 and to the 120 sgencies.

By repori touches only lightly on the reglszter jobs (see ;mgez 31
and 32}, ss they ave highly speclalised end outside of the central
referenes sghome for indexing, coding, and ebsireeting., 1f COAPE
feals unsbls to secept my recommendstion without further dete, then
I ghall underteke to presere detelled astudies of hoth of thea.

JAREE B, 1HDEERS

Bnolosures
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